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) TPC SC Meeting — Your Tasks

« Decide on accept / reject

 Edit Reviewer Comments to be sent out to Authors
* Only for accepted papers

e Build sessions
* Define session title, chair/co-chair and add papers

 Nominate Papers for prizes and the journal
* Perform the checkout
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3) Order of actions

Please try to complete one action before going to the next step

Converia steps are

Preparation: download Review overview

Decide on accept / reject for all papers in your SC
Edit Reviewer Comments to be sent out to Authors
Build sessions

Finalize TPC session and prize forms

Virtual checkout

a bk WD PO
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O Contact information

Check-out:

General TPC chair:
Tel:

Converia questions:

papermanagement@eumwa.org

papermanagement@eumwa.org and

tpc.chair.eumw2024@eumwa.orq

tpc.chair.eumw2024@eumwa.org

+33 (0) 6 98 29 41 78 (WhatsApp, Signal)



mailto:papermanagement@eumwa.org
mailto:papermanagement@eumwa.org
mailto:tpc.chair.eumw2024@eumwa.org
mailto:tpc.chair.eumw2024@eumwa.org
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s> Log In Into Converia Backend

https://euma.converia.de/admin/login

Ve

By default only the SC (co)chairs CONVERIA™

have a login for the Backend

Username -

Password seseeree

If needed, the login credentials
can be shared within the SC
(like sharing a laptop during
the face-to-face TPC meetings) )

Language -

Log in
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s TPC SC Meeting — Your Tasks

:.:F“ Management CMS Configuration Administration | European Microwa

0. Preparation

Person administration Final review

Paper submission

Down Ioad an Paper reviewing

Reviewer

OV e rVI eW Of th e o | [*% Reviewing details (reviewer in rows)

L% Reviewing details (reviewer in columns)

. S
rEVIEW Scores and relenen L% Reviewing details (reviewer in columns) with Final review
Email communication

perform your own Display filter

Organization & planning

off-line processing papers
of the results
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7 TPC SC Meeting — Your Tasks

1. Decide on papers

If papers need to be moved to a different SC, please
arrange this first by informing the TPC chair via
tpc.chair.eumw?2024@eumwa.org
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&« C {Y & euma.converia.de/admin/core/dashboard
J‘?.Z B - B
r lanagement | European Microwave Week 2021

European Microwave Week 2021

| |

Abstract submission Abstracts

. Expired . Another 5 days and 6 hours active
- Support email:

‘ I,Ck here support@converia.de
(_)\ 7 0 7 abstracts submitted 3 5 9 0 reviews pending

jo

‘ Support ‘ ‘ Manual

C)\ 1 invited abstract 2 O Tt
abstained from review
()\ D submitted session
abstracts
o . 274 reviewers have not given all
()\ D invited session reviews for their contributions
abstracts

yet.

L e |

/
4

Reviews ‘

You will go to the
“Final Review" page
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< c O

s

Fina’ ReVieW S ¢ Management
pa ge Person administration

Paper submission

Paper reviewing

ST
Final review

In case no papers
are shown
Click here “Filter”

8 euma.converia.de/admin/reviewing/final-reviewing

| European Microwave Week 2021

Final review

Excel export

Abstract Manuscript

Paper display

Display filter

Papers Topic area

| All papers | All topics -
Form of presentation Lines

| All forms of presentation | 50 -

Display options

O Show columns with reviewer details

Show review by scientific committee

Reference color & topic filter

eview by scientific committee

® Review

\’
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10) Decide on Papers = Final review

Paper reviewing
@ Abstract Manuscril pt
Paper display

Display filter

Papers Topic area

| All papers v | | All topics v ‘
Form of presentation Lines

| All forms of presentation - | | 50 - ‘

P oot Step 1: Enter 2 fields for each paper

s - Decision (Accept, Reject)
Reference color & topc fier (do NOT use “abstain“ or “accept if

' 3 (s
Presentation format : room*)

Oral YEP or Poster YEP for | | _  Format (Oral, Poster, NA (for reject))
Young Engineers o

Paper information

#D  Author Presenter Title Presentation  Topic Qua Average reviewedby Sum Decision Format
3 =
2 & Oral ROS 446 446 6 107 —— Answer — = M| = irem=—= -
2 £ oral ROB 288 288 6 69 | —— Answer — - | | —— Answer — - ‘
ERe Poster RO8 435 435 5 87 | —— Answer — - | | —— Answier — - ‘
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1) Decide on Papers

Step 2:

Save Decision!

Note: you can save the intermediate results at
anytime and return later again to this page

B & oral YEP ROS 438 438 4 70 —— Answer —— I — =
B & oral Ro8 405 405 5 81 — Answer — =M = — =
B & Oral RO7 415 415 5 83 [ — B — -
B & oral RO6 438 438 6 105 —— Answer — « | | - answer—- .
[«][< Jama> ][]
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) TPC SC Meeting — Your Tasks

2. Edit the comments to the authors

Note: only for accepted papers, required to check for
Inappropriate feedback

We will not send comments to authors of rejected
papers (to prevent unnecessary discussions)
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13" Still on the “Final Review” page

Click on paper title, number or paper symbol (left side)

Access to

- paper details

- review details

- reviewer comments

Paper information Group average Show columns for final reviewing

#D  Author Presenter Title Presentation Topic Qua Average reviewedby Sum Decision Format

B g = - - - oral 5099 0 0 -~ Answer —- v| |——Answer——

N T
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ﬂkﬁi . -
)y Management

Person administration

Paper submission

Paper export
Papers
Session

Paper statistics

Paper reviewing

4/24/2024

European Microwave Week 2020

Select “Review”

Papers for review details
Contributicn number Iﬂl
‘ s 270

Basic information Paper data Review Configurable fields Keywords

----------------------------------- Beitragsinformationen

Fres text
Contribution title
Lirnit topic Paper code
Mo selection -
Submitter * = ‘ ’_&
Limit invitation state
Form of presentation Oral -
All v
Absztract status Created v
Form of presentaticn
All v Full paper status Draft -
Person .
Presentation file 0 ‘ E‘
# |5 the publication permitted?
Participaticn
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— 5270
-
15 T— — Short overview on
asic information Paper data Review .
reviewers and
Reviewer recommendations
Last name, First name  Company Reference Status
AN >< abstract  abstained from review (Version 1)
In case of a long list of reviewers:
Evaluation from attendees scroll down to access review details and
Mo evaluations from atiendses available yet. REV’E WER COMMENTS

Abstract Reviewing

This button opens the review
|\/’ current version (Version 3) < detaiIS

only the current version is

—— relevant
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Scroll down to see the
message to the author

You MUST check and
maybe edit or delete
the Author messages.

This message will be
sent out to authors of
accepted papers.

Recommendation Canf. Prize

Author message:

= >-< / "Test comment to author”

Scientific commitiee message:
Test comment to SC

Scroll down to see the next message to the author

Edit the comments from all reviewers!
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) TPC SC Meeting — Your Tasks

3. How to build sessions

Note: a number of session slots have been pre-defined for
your subcommittee. In case you need extra slots, and do not
need certain slots, please inform your conference and the
general TPC chair

Note: poster sessions will be build by the TPC chairs after the
TPC meeting. Please do not assign posters to a session
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1) Bulld Sessions

& - C (0 & manuscripts.eumwa.org/admin/contribution/session

$s"'  Management | European Microwave Week 2020 a | Please do not add

Person administration - Session SeSSionS _VOurSEIf
Paper submission
: Sesdnrunust - . Sessions (4

i e (e
—

Paper reviewing prosirsssb i At aiainy e 0 Sessiontide Topic area Formof presentation Firstname Lastname Institute A M Call for papers
Freetent / 6096  Session: -:- —— s < Stdent  Oral m™ooet. ()
i L.m’,‘-??bc‘ J 6095 S —"— Student  Oral m™ooet. (i
Access Session | ] ey =
details poose 1 Only your own subcommittee sessions
v| J 6030 S S " =
~ « should be visible

- —
Form of prezantation —— )

e O In case you need extra sessions or do not
J 6089 e -

- | ~ | use all sessions, please contact your
] = TPC chair

Participation

Al

4/24/2024
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) Build Sessi - Add Titl
uli eSSIoNns. Ite
Session title
R Please leave the
Person administration Session session code (eg
Paper submission R | Backoiix | EuMIC SCO01 -01) in
Paper export | — place, and add the
i S E——— Sl 509 new session title
Paper statistics Reset search Basic information Paper data Review Subpapers Ad after thIS COde . Keywords
Paperreviewing = CTTTrmemeerememesessesesesee Beitragsinformationen
Free text
[ ] Session ttle en’
| |
Limit topic
’ ksersiuse .J Session Code ‘ ‘
Limét invitation state —
Submitted by * llvw, S0 e Dwterae laten. e ‘&}
\ Al v | e
Form of presentation ‘ Oral '

Form of presemation
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O Build Sessions: Add Talks

v i3

Sr Management | European Microwave Week 2020
Person administration Session ] ] ]
| Subpapers = fill the session with
Paper submission Back o list
Session number ’ S
Paper export
Selection .
Papers ! ! ’ ] ©@6090
O
—— Reset search Basic information Paper data Review Subpapers Addiional field Configurable fields Time planning Keywords
Paperreviewing T TR S Subpapers
Freetext
‘ Add papers
‘ Create n*-booper - Select existing subpaper | €t
Limit topic
No entries found

No seiection >4 }

T Add 4 or 5 papers in the right order.

= " (Delete and reassign talks to correct session
talk sequence...if needed)

It can be that a “ session keynote’ paper has
already been allocated in your session (leaving
only 4 empty slots)

Limit invitation state
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O Bulld Sessions: Add Talks

Conmtnbution number

Contribution (79)

Free tex

B ‘ Add paper

Topic Form of Last
;W Sessions area presentation Firstname npame AV

— oo 6087

Limit invitation state

All -
6086
Form of presentation
Person > 6085
this list shows

all papers
Fatcesd unless you
“ | apply filters

Limn abstrberorore

4
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~ Build Sessions: Add Chairs

W B2
i"

} ¢ Management
Person administration

Paper submission

Paper export

Paper statistics

Paper import
FPaper reviewing
Email communication

Organization & planning

CMS  Configuration  Administration | European Microwave Week 2020 o,

Session Chairs are under Paper data

) Back to list
Session number
| i © ©095: Tom Brazil Dogloral School of Microwaves The Route to 5G: Design of mmWave Active Array Systems, fror

Basic information Paper data Review Subpapers Additional field Configurable fields Time planning Keywords
----------------------------------- Topic area

Free text

Limit topic this lets you add a

No selection - person who becomes

Lirnit invitation state

Al v

Form of presentation

Al v

Persons

AWV

chair or co-chair
Chairs/

Add chair Addim  ed chair

Mame Email Company Part. Inw. Replacement

Mo chairs available
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3) Bulld Sessions: Add Chairs

Persons

€ There are 104 Persons found.

Add person Excel export

Full text search

| advanced search La\tname «¥ First name User v Email Location «¥
e (ad Vd AUTETEF = ™ TR T e e
50 v
S #n s B Only If the chair is not in the -
#» ¢ B N Database, you need to enter
2l s personal details.
" 7 - | It might be that you cannot
s 7 & add new persons yourself. In
that case please ask
if the chair is already =
. . apermanagement@euwma.or |
in the Database, find z g P 9 @ ‘
and add (=arrow) = = —— _—
-~ & =2 Sromee = - ——D QG T
-~ ¢ e u=y - n—C——
(ad v = i - e —— S T— -
5 =
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E-:F“ S Configurat wnistration | European Microwave Week
AN Seszion
Paper submission EBach 1o ki
Session number —
Faper expon r 1 =
Pagers == @e0ss
UbSte e 1o Basic information Paper data Bleee Subpapens Additional feld Configurable fields Time planning Keywords
Paper statistics Topic area
Papet import LTt b
Paper reviewing Mo seection oss Being (co)chair is a role
Email communication || - Please define the correct
Organization & planning &l .| AN — rOIe!
Fomn of presentation
all - Chailrs
= |
. Ermad Comparny Part I, Replacement Rale
Farticipation -
Al - AW X 3 Chair
' A - Co-chui
Limit abstract state

2 Shzrey version higtory

Denft - Invined , it the Aun_ ---J
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Edit chair X

Einstellungen

Invitation state
X .

Replacement person

Chair
Co-chair
oImpany

Select 1 chair and 1 cochair
for each session
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) TPC SC Meeting — Your Tasks

4. Finalize session and prize forms

Complete the session and prize nomination templates

. P . i inati ey IJMWT Special Issue = &=
< Oral Session Form =&+ Poster Session Form =+  Prize Nomination = o i
. i i Form o=  Nomination Form =
e e P
9 Pane Poses Componerts e Crome — [—— 5C name: Plon Pogane Comporeris ang Cruums .
= = oo o e e o fon
S‘ : O 1 - ——— e e T B " : ) e 0 om0 Bwc O ewceao © oo 0
e ot 0 o 0 Gaetm 0
Sewime i MCEMIE [ MBS D EMCEMAD EsRAD [ EMCYER T EuMCYEF X ERADVER O
= = ' ) ) ' T
S o O [mat L rweon pomes purcogye p— P— U655 | Subsinae iimgroied Comial Line bawesd Beansh Line Coupler
Planar Passive L Eactunc 3 oasc w0 o em Mt | An e oo Pows s o G Askctoos | scat - A —
Components and Circuits [ Tweef=  [Em| | e —
S PR——
K 7
N b il oo N N N e e ey IO
wemcre T e o i
P e s S
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) TPC SC Meeting — Your Tasks

5. Virtual checkout

Send the session template Word or PDF file to
tpc.chair.eumw2024@eumwa.org

and papermanagement@eumwa.org

You will be contacted during the TPC week to confirm that your SC task is done

Please, indicate the contact person (SC Chair or Co-chair) who may be
available (if needed) during the TPC meeting on May 4th (be with you')

The person should remain available during the TPC virtual meeting until we
confirm that your SC work has been completed!
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O Last remark
Please ignore the

‘Comments” box that  wiecomment
you might find at the
bottom of certain )
pages g

Who is the comment intended for?

Priority

‘ Normal

Note that the last
“Save” button is linked  conmen

to the Comments box,
and can be ignored .

T~




